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Documenting ...

•   …Training and Education
–  . . . Why?
–  . . . Who?
–  . . . How?



Documenting ...

•  . . . What to keep in files?
– Delegation of training approval authority
– Purchase of training
– Training for placement
– Academic degree training
– Continued service agreements
– Recovery and waiver of training expenses
– Acceptance of contribution, award or payment
– Annual training plan evaluation



Documenting ...

• Resource
–Training Coordinator Handbook

http://cpolrhp.belvoir.army.mil/scr/hrdd/
tools/TrngHdbk13Oct03.pdf



Documenting ...

• Completed training
–  review training history in ART
–  input via OTA-Lite

• Education levels
–  updated by SC CPOC



ART

• Use Army Regional Tools
 (ART) to access
– DCPDS
– Centralized Applications
– Employee Data to find Individual

Training History in DCPDS
– External Applications II



ART- gaining  Access

• Secure permission
     /access
http://www.cpocma.army.mil/hr_accounts.htm

• Logon to ART from web
• http://cpol.army.mil, then click on Tools/ART-

Army Regional Tools       OR
• https://armyweb01.ria.army.mil/art/



ART- gaining  Access



ART - Navigation: Main

Select EMPLOYEE DATA
(Menu selections

 will vary according
 to your permissions)

To find employee training
history residing in DCPDS



ART- search for Employee

Click here

Type last name
 of employee



ART - select Employee

 Click on employee’s
name



ART - Employee Info

Click on “Employee Information”



ART - select Training

Click on radio button
for “TRAINING”



ART - Employee’s  Training

May “Print” and/or “Close Window”



ART - additional info

• “How-To” ScreenCam movie
http://www.chra.army.mil/howtomovies/index.
htm

• Getting Help
http://www.chra.army.mil/artguide/index.htm

• Heidi Collier (HRD, SC CPOC)
256.842.6554, dsn 788.6554
heidi.collier@us.army.mil



OTA-Lite

• Using Oracle Training
Administration (OTA)
– Updating training history

– OTA-Lite?



Army Policy & OTA-Lite

• US Army Policy on OTA
Memo dated 29 Nov 2001
http://cpol.army.mil/library/train/tld_112901.html

• OTA-Lite - use for express
purpose of updating
completed training



OTA-Lite

• Three options to update
   training

• OTA-Lite -- step by step



OTA-Lite Access

• DCPDS Accounts
• Secure-User for OTA-Lite
• Coordination with CPAC

and CPOC



OTA-Lite Responsibilities

• Recommended
      responsibilities
–  OTA Training Monitor    or
–  OTA Training Coordinator    or
–  OTA Manager/Supervisor



OTA-Lite

• Training history may be
updated in three ways
– Activity Training Coordinators and/or

Managers may input completed training
– CPOC uses Mass Update process to enter

completed training data
– CPOC may update training from DD1556s



OTA-Lite onsite

• 1st option - use OTA-Lite
• Employee-completed training is

input directly into DCPDS by
– Training Monitors
– Activity Training Coordinators
– Managers/Supervisors



OTA-Lite and SC CPOC

• 2nd option - forward training
completions to CPOC

• CPACs and/or individual employees submit
data via Mass Update process to SC CPOC

• Submit required training data in electronic
format by email to  tlc@cpocscr.army.mil



OTA-Lite and SC CPOC

• 2nd option (con’t)
• Mass Update spreadsheet at SCCPOC

website
http://cpolrhp.belvoir.army.mil/scr/hrdd/update
/Mass_Training_Update_0302.html

• Submit to   tlc@cpocscr.army.mil



OTA-Lite and SC CPOC

• 3rd option to update
completed training

• CPOC continues to update training from
DD1556s faxed or mailed in
– FAX    256.876.3627 (dsn 746.3627)
– MAIL    South Central CPOC

               ATTN: DAPE-CP-SC-T
               Sparkman Ctr, Bldg 5304
               Redstone Arsenal, AL 35898-5222



Using OTA-Lite

OTA-Lite -- step by step
• Logon to ART from web
• http://cpol.army.mil, then click on Tools/ART-

Army Regional Tools       OR
• https://armyweb01.ria.army.mil/art/



Using OTA-Lite



Using OTA-Lite

Logon to DCPDS
from ART by selecting 
“Central DCPDS 11i”



Using OTA-Lite

Select responsibility



Using OTA-Lite



Using OTA-Lite

Select “Special Information” 
Select “Special Information”

and then “People/SITs
for Training”

Click “Open”



Using OTA-Lite

Type employee’s
last name

Click



Using OTA-Lite

Select name and
click OK



Using OTA-Lite

Click on “Special Information”



Using OTA-Lite

Select 

Then click anywhere
 here in the “Detail” area



Using OTA-Lite
Click on GREEN Plus
sign icon for “New” 

Click in YELLOW
space



Using OTA-Lite

“Completed Training”
window -- used for input of

 training data

Scroll down
for more data fields



Using OTA-Lite

OTA-Lite Recommended Fields
• Course Title (all CAPs)  • Type
• Total Course Hours  • Method
• Class Start Date  • Priority Indicator
• Class Graduation Date  • Decision Source
• Actual Total Cost  • Purpose
• Training Source



Using OTA-Lite

To process “Completed
 Training “ input, either press

 ENTER key or OK button
 below. Do NOT click X (upper right) to

 close this window.



Using OTA-Lite

Click on YELLOW
disk icon to SAVE



OTA-Lite

To enter another Training
Event, click on GREEN Plus icon.
To FIND another employee, click

on the FLASHLIGHT icon, and
follow the same steps as before.



Education Updates

• Updating your Education
record in DCPDS
– Submit Educational accomplishments to

South Central CPOC
• Copy of college transcript
• Completed copy of Education
   Update sheet from…

http://cpolrhp.belvoir.army.mil/scr/hrdd/
update/Update.htm



Review

• ART access
• OTA-Lite to update training

– Once employee training history has been
updated, it resides in ORACLE HR

– OTA uses the same security framework as
ORACLE HR

• Education Updates -- submit
to CPOC



ART and OTA-Lite

•  Questions?



Contact us . . .

• Training & Learning Center (TLC)
South Central CPOC
ATTN:  DAPE-CP-SC-T
Sparkman Center, Bldg 5304
Redstone Arsenal, AL 35898-5222

• tlc@cpocscr.army.mil
• Heidi Collier

256.842.6554 or dsn 788.6554
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